University of South Florida

Scholar Commons
Student Handbooks

USF St. Petersburg campus Student Affairs

7-1-2005

Student organization handbook : 2005
University of South Florida St. Petersburg. Division of Student Affairs.

Follow this and additional works at: https://scholarcommons.usf.edu/student_affairs_handbooks

Scholar Commons Citation
University of South Florida St. Petersburg. Division of Student Affairs., "Student organization handbook :
2005" (2005). Student Handbooks. 13.
https://scholarcommons.usf.edu/student_affairs_handbooks/13

This Other is brought to you for free and open access by the USF St. Petersburg campus Student Affairs at Scholar
Commons. It has been accepted for inclusion in Student Handbooks by an authorized administrator of Scholar
Commons. For more information, please contact scholarcommons@usf.edu.

Student Organizations Manual 07/05 Page 1

GENERAL MEETING GUIDELINES
FOR STUDENT ORGANIZATIONS
A meeting agenda might include the following items:
Call to order
Reading/Approval of minutes for last meeting
Committee reports
Guest report(s)
Unfinished business
New business
Adjournment (and announcement of next meeting time and place)
To conduct an orderly meeting:
Prepare and distribute an agenda
Stick to the agenda
Start and end on time
Discussions  introduce item and purpose, define issues, clarify differences,
provide a positive atmosphere for discussion
Recognize members for their good work
Your group’s first meeting should include:
Introductions
Icebreaker/group activity to get everyone comfortable
General information about your group  the big picture of the club and its organization,
Information about how the club fits into the SG structure and the club’s role on campus
Expectations of members
Past accomplishments/future plans
Goals/objectives of the group
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USF St. Petersburg Campus Directory
Academic Advising
Davis Hall 134138
(727) 5534511
Academic Computing Center
Bayboro Hall, 2nd Floor
(727) 5534551
Admissions and Registration
Bayboro Hall, 1st Floor
(727) 5534142
Bayboro Café
Coquina Hall, 1st Floor
(727) 5021818
Bookstore
Coquina Hall, 1st Floor
(727) 5531141
Cashier/Business Office
Bayboro Hall, 1st Floor
(727) 5534107
College of Arts & Sciences
Davis Hall, 1st Floor
(727) 5534156
College of Business Administration
Bayboro Station, 3rd Floor
(727) 5534154
College of Education
Coquina Hall, 2nd Floor
(727) 5534155
College of Marine Science
MSL 119
(727) 5531130
College of Nursing
ONE Room 200
(727) 5533130
Counseling and Career Center
Bayboro Hall 117 & 119
(727) 5534129
Financial Aid

Bayboro Hall, 1st Floor
(727) 5534128
Fitness Center
Campus Activities Center
(727) 5534589
Learning Community
Davis Hall
(727) 5534727
Library
Poynter Library
(727) 5534405
Public Safety and Parking Services
PSD – (727) 5534140
Parking – (727) 5534510
Student Life
Campus Activities Center
(727) 5534596
Student Affairs
Bayboro Hall 111
(727) 5534162
Student Disability Services
Bayboro Hall 111
(727) 5534162
Student Government
Campus Activities Center
(727) 5534144 or 4147
Student Identification Cards
Poynter Library, 2nd Floor
(727) 5533409
Veterans’ Affairs
Bayboro Hall, 1st Floor
(727) 5534128
Volunteer Services
Bayboro Hall 110
(727) 5531162
Waterfront
Coquina Hall 108
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(727) 5534597

STUDENT AFFAIRS DIVISION
PROFESSIONAL STAFF
Office of Student Affairs
Dr. Charles Brown, Vice Regional Chancellor of Student Affairs
· Provides administrative leadership for the Division
· Serves as the chief student affairs officer

BAY 111

ext. 34162

Cedric Howard, Director of Student Services
· Facilitates student advocacy
· Adjudicates student discipline
· Administers food service contract(s)
· Coordinates housing initiative

BAY 111

ext. 34162

Dr. Diane McKinstry, Counseling Psychologist
· Coordinates Student Affairs assessment efforts

POY 3rd

ext. 33632

Barry McDowell, Coordinator of Disability Services & Volunteer Services
Terrace 200 ext. 34162
· Coordinates services for students with disabilities
· Liaison to Disabled Student Services on the Tampa campus and at SPC
· Coordinates volunteer opportunities for students with area nonprofit organizations
· Assists with student placements in service learning opportunities
Vacant, Coordinator of Multicultural Affairs
Terrace 200 ext. 34845
· Coordinates multicultural programming for the campus community
· Exposures the campus to differences and similarities of culture, ideas and background; regardless
of age, ethnicity, race, national origin, gender, sexual orientation or physical qualities
· Promotes the cocurricular development of all students through diverse representation throughout
the community and campus
Joneen Maczis, Coordinator of Administrative Services
· Manages Office of Student Affairs administration
· Manages budgets, payroll, and personnel appointments for Division
· Supervises professional and student support staff
· Provides support to the Director
· Coordinates Commencement

BAY 111

ext. 34162

Brandy Heinrich, Program Assistant
· Provides support for Coordinator of Administrative Services

BAY 111

ext. 34413

Nalini Soni, Program Assistant
Terrace 200 ext. 34837
· Provides support for Coordinator of Services for Students with Disabilities
USF St. Petersburg Student Organization Manual (7/05)
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·
·

Coordinates assignments for note takers, proctors and other assistants
Coordinates classroom access needs with Physical Plant

Counseling & Career Center
Vacant, Director of Student Development
BAY 119
ext. 34129
· Directs the Counseling & Career Center, Health & Wellness Services, and Victim’s Advocacy
· Provides psychotherapy, counseling, and workshops for students
Jinah Rorham, Coordinator of Career Services
BAY 117
· Directs all career development and placement services
· Supervises the staff of the Resource Library
· Facilitates and coordinates Career Resource Center programs on campus
· Provides counseling and workshops

ext. 34129

Vacant, Senior Health Educator
· Provides health and wellness initiatives and programs
· Coordinates immunization clinics
· Coordinates wellness services with the Fitness Center
· Conducts fitness assessments

BAY 117

ext. 34114

Bebi Mahadeo, Program Assistant
BAY 117
· Manages Counseling & Career Center Resource Library and student staff
· Monitors budgets for CCC and Health & Wellness
· Maintains administrative, statistical and counseling records
· Provides administrative support for the CCC and Health & Wellness staff

ext. 34129

Debra Siede, Senior Secretary
BAY 119
· Provides administrative support for the CCC and Health & Wellness staff

ext. 34129
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Student Life
Regina Young Hyatt, Director of Student Life
·
·
·
·
·
·

Don McCarty, Coordinator of Student Life
·
·
·
·
·

·

CAC 114

ext. 34589

COQ 108

ext. 34118

COQ 108

ext. 34597

COQ 108

ext. 34597

COQ 108

ext. 34597

COQ 108

ext. 34597

Serves as coach for the competitive women’s sailing team

Vacant, Coed Sailing Team Coach
·

ext. 34569

Provides maintenance supervision of watercraft
Coordinates sailing instruction and assists Coordinator with programming

Allison Jolly, Women’s Sailing Team Coach
·

CAC 138

Provides reception and administrative support for the Waterfront Office

Doug Borgman, Dockmaster
·
·

ext. 34181

Manages daily operation of Waterfront including staffing, budget, and policies
Supervises swimming pool

Vacant, Program Assistant
·

CAC 130B

Manages daily operation of Fitness Center including staffing, budget, maintenance and policies
Coordinates Fitness Center programs with wellness programming
Coordinates Intramural program
Coordinates Xtra Ed. Program

Jim Stull, Coordinator of Waterfront
·
·

ext. 34598

Monitors spending, billing, approvals for student organizations/provides monthly balance sheets
Procures blanket purchase orders, and monitors payments for A&S accounts
Monitors and verifies income from Student Life
Certifies student personnel for Student Life

Vacant, Coordinator of Student Life
·
·
·
·

CAC 130A

Coordinates New Student Orientation
Advises Harborside Activities Board on programming, contract negotiations, etc.
Coordinates Promotion and Marketing Strategies for Student Life

Kath Bloomfield, Program Assistant
·
·
·
·

ext. 34180

Manages daily operation of the CAC (staffing, budget, maintenance, and policies)
Supervises CAC Student Staff
Coordinates campus facility reservations
Coordinates operations for campus events
Provides assistance to Director for leadership and program development

Jennifer Quinn, Coordinator of Student Life
·
·

CAC 138

Directs the Student Life Department
Manages budget for A&S and CAC accounts
Coordinates student leadership retreat
Manages student organization registration process and advises student organizations on programming,
facility usage, and contract negotiations
Advises Student Government
Serves as staff liaison to Crow’s Nest

Serves as coach for the competitive coed sailing team
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Student Life
Mission Statement
The Student Life and Campus Activities Center exist to provide an opportunity for outofclassroom
learning. Based on the philosophy that learning is not confined to the classroom, but instead is
constant and ongoing, the mission of the Student Life Office is to facilitate the educational process by
providing opportunities for students, faculty, and staff to interact in a variety of informal settings. Staff
members strive to promote student growth and development through student involvement in diverse
cocurricular cultural, social, educational, and recreational activities.
Student Life programs must complement the academic program of studies and enhance the overall
educational experience of students through development of, exposure to, and participation in social,
cultural, recreational, and governance programs.
Student Life programs provide an environment in which students and student organizations are:
· encouraged and aided in the development of social, cultural, intellectual, recreational, and
governance programs that expand involvement with the campus community and society.
· encouraged to explore selfdirected activities that provide opportunities for selfrealization and
growth in individual and group settings.
· exposed to various cultures, ideas, values, issues, art, musical forms, and styles of life.
· informed about institutional policies and procedures and how these are related to their lives
and activities.
· aided in the awareness and utilization of campus facilities and other resources.
· assisted in the development of institutional spirit through creative interaction among students,
staff, faculty, and members of the local community; and
· assisted in the development of leadership through opportunities to practice leadership,
decisionmaking, and other related skills.
7/95 G. Correa

CAC Hours of Operation
MondayThursday
7:00 AM  10:00 PM
Friday
7:00 AM  6:00 PM
Saturday
9:00 AM  5:00 PM
Sunday
1:00 PM  5:00 PM
Hours are subject to change and vary during semester breaks and holidays.
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CAC Copy Service

5534596

The Copy Service provides a variety of off to campus organizations and departments as well as
individuals. Services include:
· Copying
· Faxing
· Laminating
Payment options for services include:
· Services for student organizations will be billed to club accounts using funds allocated from
Student Government.
· Services for departments will be billed to departmental accounts.
· Charges for personal use services must be paid at time of pick up.

CAC Activities Desk

5534596

The Activities Desk serves as the location for general campus information.
These are some of the services provided by the Information Desk.
· Approval for posting items on campus
· Campus Recreation Pass sales
· Campus vending machine refunds
· Information distribution
· New Student Orientation Program reservations
The Activities Desk maintains a small “Lost and Found” for articles usually lost within the building.
Items of value are immediately turned in to Campus Police. If you have lost something within the CAC
or elsewhere on campus, check the Information Desk first and then with Campus Police and the
Library.

CAC Services
Other services and items available from the Campus Activities Center include:
· Balloons
· Beverages
· Checkout of coffee makers, coolers, serving trays, etc.
· Paper Products
Payment options for services include:
· Services for student organizations will be billed to club accounts using funds allocated from
Student Government.
· Services for departments will be billed to departmental accounts.
· These items are not available for personal use.
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CAMPUS ACTIVITIES CENTER POLICIES
1.

Equipment and furnishings assigned to the Campus Activities Center are available for use.
Items to be used must be checked out at the Activities Desk.

2.

Any damage to the building or to the equipment will be charged to the individual or group
responsible. Improper use of furniture and furnishings will not be tolerated. Acts of misconduct
or destruction will be brought to the Director of Student Life for action.

3.

No classes or accredited courses of any type shall be scheduled in the Campus Activities
Center during the academic year unless approved by the Building Coordinator.

4.

Bicycles, skateboards, and rollerblades are not to be used in the Campus Activities Center at
anytime.

5.

Gambling: In compliance with Florida State Law and for the protection of the student body
and the university, gambling is forbidden at all times on campus.

6.

Animals of any kind, with the exception of seeingeye dogs, are not permitted in the Campus
Activities Center at any time.

7.

Fire: all fires should be reported immediately either by activating the nearest fire alarm,
notifying the Coordinator, or contacting Campus Police. All occupants of the building are
expected to evacuate the building immediately.

8.

Weapons, ammunition, explosives, and fireworks of any kind are not permitted on University
property.

9.

Only authorized personnel are permitted to remain in the Campus Activities Center after the
official closing time or on holidays. Student Government Officers and Crow’s Nest staff are
permitted to occupy the building after closing. For safety reasons, they must notify Campus
Police when entering and exiting the building, request Campus Police to escort you out of the
building, and check that doors are locked behind you.

10.

Sponsoring organizations shall conduct orderly meetings that will not incite others to behave
disorderly. Meetings are not to be abusive to other groups or individuals by reason of race,
creed, color, gender, or sexual orientation.

11.

No university facility, building, or grounds shall be used for unlawful purposes.

12.

A request for use of facilities, once granted, is not transferable to another organization.

13.

Usage of the Campus Activities Center is regulated by the Campus Space Use Policy.

14.

The University has contracted caterers. Organizations or individuals who plan to serve food
and beverages at their events must follow the catering policy. For further information about
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our catering policy please contact the Building Coordinator (5534598).

CAMPUS WIDE
STUDENT ORGANIZATIONS
The Crow’s Nest
The Crow’s Nest is an independent student newspaper
whose members generate all its income. The newspaper is
distributed throughout the fall and spring semesters.
The Crow’s Nest Office is located in the Campus
Activities Center, CAC 128B.

Harborside Activities Board
The Harborside Activities Board is a major programming organization at USF St.
Petersburg. It provides educational, cultural, recreational and social programs and
events for the campus community. It programs in areas of interest such as:
Com edy
Con temporary Issues
F ilms
Music
P ublicity S pecial Events

Members work to present a wide variety of activities for the campus including movies,
dances, comedians, cultural celebrations, annual theme weeks, and special events such
as the Welcome Back Splash at the pool and Fall Fest a day of family fun for all.
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University of South Florida St. Petersburg Policies on the
REGISTRATION AND CONDUCT OF STUDENT ORGANIZATIONS
Any student group wishing to organize on campus can do so by following the procedures and fulfilling
these criteria.
PROVISIONAL STATUS
A.
Students wanting to form a new organization are granted provisional status by submitting the
following to the Student Life Office:
1. A statement of purposes and goals
2. A list of three (3) organizers who are presently enrolled students in good standing at USF
St. Petersburg (with addresses, email and phone numbers).
3. Signature waivers of the Family Educational Rights & Privacy Act also known as the
Buckley Amendment confidentiality rights for purposes of verification of student status and
release of information about the new organization to the student body.
4. The name, address and signature of a USF faculty or staff person who will serve as the
organization’s advisor.
Forms can be obtained from the Student Life Office in the Campus Activities Center.
B.

An organization petitioning for provisional status will notified in writing by the Student Life
Office of its acceptance. In cases where provisional status is not granted, the group will be
notified of the reasons. In the event of denial, the organization may appeal the decision to the
Vice Chancellor of Student Affairs whose decision shall be final.

C.

Provisional status entitles a group to the following:
1. Use of the organization’s name for publicity, which cannot include the name of the
University.
2. Use of University meeting rooms, maximum one time per week. A currently enrolled
member of the organization must submit this request.
3. One fundraising event/day during the provisional status period.
4. Use of a student organization mailbox, if available.
5. Use of the Campus Activities Center equipment and services.

D.

Provisional Status lasts at least 30 days, but no longer than 90 days, excluding semester breaks.

E.

After the minimum provisional period of 30 days, a request for official registration may be
made by the organization if official registration is desired.
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University of South Florida St. Petersburg Policies on the
REGISTRATION AND CONDUCT OF STUDENT ORGANIZATIONS
OFFICIAL REGISTRATION
A.

A student organization with provisional status which desires official registration must submit
the following to the Student Life Office:
1. Official Request: A request to the Student Life Office for registration of the proposed
organization. This request must state the purpose of the group.
2. Constitution: One (1) copy of the proposed constitution must accompany the official
request.
3. Officers List: A list of three (3) members presently enrolled at USF St. Petersburg, their
offices, their student identification numbers, their USPS addresses, email and phone
numbers must be submitted to the Student Life Office.
4. Advisor: The name, department, email and telephone number of the proposed USF faculty
or staff advisor. The function of advisors is to act as the liaison or communication link
with the University administration and other community persons as needed. Advisors do
not have the authority or responsibility to control the activities of the organization.
5. Financial Records: An agreement to supply the Student Life Office with a review of the
books and records of the organization upon request.
Forms can be obtained from the Student Life Office, Campus Activities Center.

B.

Upon receipt of all the above information, the request will be reviewed by the Student Life
Office.

C.

The petitioning organization will be notified, within 2 weeks, in writing by the Student Life
Office of the acceptance or, cases of denial, the reasons for denial of registration. In case of
denial, the petitioning organization may submit an appeal to the Vice Chancellor of Student
Affairs, whose decision will be final.

D.

Although not an entity or a division of the University, a student organization is given the
opportunity to operate as member of the University community with the privileges and mutual
responsibilities or approval that its status implies. Registration does not signify endorsement or
approval by the University of specific ideas, programs, or activities of the organization, but
provides an opportunity for these groups to utilize University services and facilities and other
privileges as set out in this rule.
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University of South Florida St. Petersburg Policies on the
REGISTRATION AND CONDUCT OF STUDENT ORGANIZATIONS
CONTINUED REGISTRATION
E.
Once the official registration is attained the student organization must continue to comply with
the following:
1. Officer Listing: A list of the members presently enrolled at USF St. Petersburg who are
serving as officers, their student identification numbers, their addresses, email and phone
numbers must be submitted to the Student Life Office before the end of the fourth week of
each semester. Additionally, this record should be updated whenever a change occurs.
2. Finances: An agreement to supply the Student Life Office with a review of the books and
records of the organization upon request.
3. Current Constitution: A current copy of the organization’s constitution must be on file in
the Student Life Office. Any revisions to an organization’s constitution should be
submitted immediately with supporting documentation to confirm appropriate approval of
such revisions by the organization’s current membership.
4. Insurance: As student organizations are entities independent from the University, the
University cannot provide insurance protection for student organizations. Student
organizations are encouraged to consider procuring general liability insurance for all
purposes and insurance to protect any property of the organization.
5. Conduct of Business: All members shall be entitled to attend any scheduled meeting and
records shall be available to all members. All student organizations are encouraged to post
public notices for upcoming meetings.
6. Conformance to law and regulations: Each student organization’s membership,
purposes, and activities will conform and comply with the United States Constitution, the
laws of the State of Florida, policies of the University of South Florida, and purposes set
forth in the state’s constitution. The organization is independently and solely responsible
and accountable for the conduct and all actions of the organization and its members. Any
violation of law, Board of Trustees policy, or rules and regulation of the University will be
considered as violations by the organization and its officers and, in cases involving
deliberate, intentional complicity or assistance in such violation by other individuals, shall
also be considered as violations by those individuals.
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University of South Florida St. Petersburg Policies on the
REGISTRATION AND CONDUCT OF STUDENT ORGANIZATIONS
SALES, SOLICITATIONS, FUNDRAISING, COLLECTIONS
D.

Each student organization may engage in fundraising activities, the proceeds which may be
devoted to the activities and projects of the organization itself in furtherance of its goals and
objectives, subject to the following rules and regulations:
1. Registered student organizations desiring to engage in fundraising activities must secure
approval at least five (5) working days in advance from the Student Life Office. A
Fundraising Application must be completed and returned to the Student Life Office. The
Student Life Office will notify the petitioning student organization of the approval and
conditions for the solicitation of funds or denial of the fundraising request. If the request is
denied, the reasons for denial will be stated. If the request is approved, calendar clearance
and the conditions for solicitation of funds will be given with approval.
2. Fundraising activities that require the use of University space or facilities (which must be
reserved in advance) may be limited by space availability.
3. Fundraising activities that involve food sales are permitted as a fundraiser on campus.
However, we have a contractual agreement with a caterer who is located on campus. In
respect of this contract, those who would like to sponsor a “Food Sale” on campus must
check with the vendor located in the Bayboro Café and ensure the fundraiser will not cause
conflict. The food sale sponsor would then note the vendor’s approval on the Fundraising
Application form and submit that to the Student Activities Office for approval.
4. All funds raised must be reported to the Student Life Office upon request. (Note: Where an
organization uses A&S Fees to finance the fundraising, all proceeds from the sale must be
deposited in the proper A&S Account. These funds will be available to the student
organization to supplement their approved budget.)
5. An organization’s privilege of engaging in fundraising activities is subject to immediate
cancellation if the methods used are disorderly, improper, or if they annoy or otherwise
interfere with any individual rights to privacy and freedom from harassment.
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FUNDRAISING APPLICATION
Date: _______________________
Organization: _____________________________
Contact Person: _________________________

Phone: _______________

Date(s) of Fundraising Activity: _____________________________________
Location of Fundraising Activity: ____________________________________
Please give a brief statement on the type of fundraising you are proposing.

Will your organization use A&S Funds for your fundraising activity?

q Yes
q No
If so, what is the amount requested? ________
The organization agrees to report to the Student Life Office the amount of money raised for this fundraising activity. If
A&S Funds are used, the organization agrees to deposit all moneys raised into the A&S Account.

_______________________________
Organization’s Representative Signature

q Approved
q Not Approved
Reason(s):
_______________________________
Student Life Office
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University of South Florida St. Petersburg Policies on the
REGISTRATION AND CONDUCT OF STUDENT ORGANIZATIONS
COMPLIANCE
A.

Any organization or its members failing to comply with the requirements listed above or which
violate the policies of the University is subject to review at any time. Upon becoming aware of
a possible violation, the Director of Student Life will review the matter.

B.

Once the Director of Student Life reviews the possible violation, a decision will be issued in
writing to the organization involved and to the Vice Chancellor of Student Affairs. Any
appeals of this decision may be made to the Vice Chancellor of Student Affairs.

C.

If any organization fails to follow the procedures of an official organization as outlined, it may
be deactivated and will lose the privileges granted to a registered organization. A deactivated
organization must petition in writing to the Student Life Office to reestablish their status.
Review of an organization as outlined above or deactivation of an organization does not
preclude handling of an incident in accordance with the processes of the student conduct code.

ADVISORS
A.

All student organizations are required to have a fulltime or adjunct USF faculty member or
fulltime USF staff member as advisors. The function of advisors is to assist and support their
student organization and provide guidance in planning activities and programs. In addition,
advisors are encouraged to serve as a resource in leadership development, university policies
and Student Government financial procedures.

B.

Advisors are the University’s representatives to the organizations and may report or relay
University rules and procedures to the organization as needed. The Student Life Office may
condition approval of certain organization events (e.g. those which, in the view of the
University police, pose a security risk) on the attendance of the organization’s advisor.
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OUTSIDE BANK
ACCOUNTS
Student Organizations are permitted to open and maintain a private bank account. However,
according to University policy (USF Policy 0215)  “ The USF Foundation does not permit the use
of the USF name or symbols in commercial or other advertising or promotional materials where such
use implies University endorsement of the advertiser or product or service unless approved by the Vice
President for University Advancement.”
Student organizations with private bank accounts are not permitted to have on their bank statements
any reference to USF, its symbols, or USF address. It is strongly recommended that bank accounts
statements be mailed to the student organization advisor’s home address. Bank account statements are
not permitted to be mailed to the campus.

$

Federal Tax
Identification Numbers

As an organization within a nonprofit organization, clubs do qualify for nonprofit status. However,
due to the policy regarding endorsement (USF Policy 0215), organizations must submit for their own
federal tax identification numbers and are not permitted to use the University’s number.
It is recommended that any organizations that intend to do fundraising obtain a federal tax
identification number. There are tax implications for funds raised by student organizations.
Any funds raised are attributed to the tax identification number on the account to which they
are deposited. If an organization’s account is based upon a social security number rather than
an organization tax identification number; then, the tax obligation falls to that social security
number and it becomes that person’s responsibility.
Visit www.irs.gov for more information. Submit completed Employer ID Number Form (SS4) to fax
number (631) 4478960. To check on the status of your application call (800) 8291040.
Organizations may file for tax exempt status with the Internal Revenue Service by applying for
Recognition of Exemption under Section 501 (c)(3) of the Internal Revenue Code. After obtaining
501 (c)(3) Status, the organization may contact the Florida Department of Revenue to obtain a
Consumer Certificate of Exemption.
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Catering
The four contract caterers on our campus are Orange Blossom Catering, Personal Touch
Catering, the Tavern at Bayboro, and Too Jay’s Restaurant. The USF St. Petersburg
contract requires for all sponsoring groups to choose from among the four caterers
mentioned. This includes any USF sponsored event or event held using USF St.
Petersburg facilities. However, so as to not limit our catering choice to a single vendor,
there are several exceptions to this requirement. These exceptions are listed as follows:
a. Student groups and other campus groups will be permitted to hold potluck

events within meeting facilities.
b. When the food service cost is less than $200, parties will be permitted to
utilize other food sources but will be encouraged to utilize a listed caterer.
c. If the projected budget for an event is insufficient to meet minimum catering
quotes, the USF event coordinator may submit the quotes from all three
caterers, the food budget for the event, and the projected attendance for the
event to the Director of Student Services for review. Provided that the budget
is insufficient, the Director of Student Services will release the event
coordinator from obligations under the contract.
d. The campus reserves the right to host fundraising or community relations
events that include food festivals, i.e. multiple events providing direct sales to
event attendees. Caterers awarded exclusive rights under this contract would
be invited to participate.

Please refer to the purchasing
guidelines outlined in this
manual when utilizing a caterer
for an event or meeting.
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The campus policy for posting of notices announcing meetings, events and activities of the campus
community is designed to provide for consistent, convenient, visible and uncluttered appearance
throughout campus.
All items to be posted will be collected at the front desk of the Campus Activities Center. Materials
will be date stamped so that they are hung for no longer than two weeks. An individual designated by
Student Life will hang all items appropriately.
For USF events and organizations, notices will be placed at the following locations:
¨
¨
¨
¨
¨

Bulletin boards in the stairways of major buildings.
Other Student Affairs designated bulletin boards within major buildings.
Davis Hall first floor lobby bulletin boards.
Davis Hall and Coquina Hall storefront windows except for doors.
Exterior/interior portable bulletin boards and in Davis Lobby and the Bayboro Café in Coquina
Hall.
¨ On tables in Davis lobby and Coquina Hall dining center when done as table tents.
USF events and organizations, are permitted to advertise in the following locations:
¨ Sidewalk chalk notices at designated building entry points (where rain can wash away).
¨ On building exterior walls if hung by rope, etc. for selected events/occasions (not permitted for SG
elections).
For nonUSF organizations and events, notices will be placed on bulletin boards designated for “Open
Posting” in the following locations:
¨
¨
¨
¨
¨

The stairwell of Bayboro Hall nearest 7th Avenue.
The first floor lobby of Davis Hall.
The stairwells (2) of Davis Hall nearest 7th Avenue.
The stairwell of Coquina Hall nearest the Campus Bookstore.
The second floor of Coquina Hall and Davis Hall.

The Office of Student Life shall be responsible for administering this policy in such a manner as to
ensure fair and equitable access for the various campus organizations, events and activities and shall
provide for a policy of preapproval for all posted material.
This policy is not meant to provide for jurisdiction over academic and other campus departmental
bulletin boards, which shall remain in the purview of the respective units.
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Student Organization Web Pages
All officially registered organizations of the USF St. Petersburg campus are permitted to
design web pages that may be connected to the Student Life portion of the campus’s
home page.
To be connected to the USF St. Petersburg home page, the following criteria must be
met.
Ø Page design and maintenance are the responsibility of the organization.
Ø Information on web pages is expected to be updated and consistent with University
policy.
Ø Organization pages are to be linked to the home page via the Student Life Student
Organization page.
Ø Organization pages must reside on an outside account and cannot be placed on the
campus server.
Policies governing student organization web pages
Ø If an organization becomes inactive, the web page for that organization will be
discontinued.
Ø If the web page is not properly maintained or the link is not viable, the page will be

discontinued.

CAMPUS SOLICITATION POLICY
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The following policy applies to the use of the University of South Florida St. Petersburg campus by
groups, organizations or individuals not associated with USF for the purpose of:
·

Disseminating information through the distribution of leaflets, handbills, newspapers, books, and
other materials containing expressions, information, opinions, and ideas.

·

The sale or promotion for sale of services or merchandise of any kind. A special discount must be
offered to USF students when purchasing goods or services.

·

Use of USF by outside groups for the purpose of disseminating information shall be limited to the
campus grounds. No buildings, other than the Davis Lobby, are to be used at any time by such
groups, organizations, or individuals for the aforementioned purposes.

·

The sale of goods or services of any kind by a nonstudent, other than those expressly authorized
in the Campus Activities Center or Davis Lobby, is strictly prohibited.

·

An outside group, organization or individual seeking use of the USF campus must provide five
days prior notice of its intention, by completing a Facility Reservations Request Form with the
office of Campus Activities. The request must include the following information:
a)
b)
c)
d)
e)
f)

Names of individuals requesting use of the campus
Date of use
Time of arrival and departure
Approximate number of individuals participating
Description of materials and manner of distribution
Name, address, and telephone number of person making request

·

The outside group or individual may at no time impede the free flow of people and/or traffic on
campus. In addition, at no time should people be approached or harassed. The university reserves
the right to designate appropriate locations for use by outside groups, and restrict the number of
groups, organizations, or individuals engaging in any of the aforementioned activities at any one
time or location.

·

Permission to use campus facilities may be denied if it has been determined through proper inquiry
that the dissemination of information and opinions constitutes a clear and present danger to the
university’s orderly operation.

·

A representative of the organization, group, or individual shall pick up an authorized Facility
Reservations Request Form from the Campus Activities Center prior to the distribution of any
materials or information. The Facility Reservations Request Form shall be carried on the person of
one of the individuals at all times while on campus and shall be made available for inspection by
campus police or any member of the administration upon demand.

Alcohol Beverage Policy
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I. POLICY
This policy provides guidelines for the consumption of alcoholic beverages on campus by individuals as well
organized groups of faculty, staff, students and guests. The intent of this policy is to encourage the use and the
nonuse of alcohol in a manner that promotes health, safety and responsibility, while discouraging alcohol abuse.
Thus, the serving and consumption of alcoholic beverages at approved events and permissible individual
activities is to be amenity to well planned and structured programs; it is not to be the indispensable and essential
program element.
This Policy includes all functions where alcoholic beverages are consumed. This includes third party vending, “
B.Y.O.B.,” sales, and where other distribution methods are utilized.
II. LEGAL REQUIREMENTS
The use of alcoholic beverages by members of the University of South Florida community is at all times subject
to the alcohol beverage laws of the State of Florida and the City of St. Petersburg. Such laws include:
A. Regulation of Sales
Statute 561.422 Nonprofit civic organizations, temporary permits
Upon filing an application with the Division of Alcoholic Beverages and Tobacco and payment of $25 per day, a
permit may be issued authorizing a bona fide non profit civic organization to sell alcoholic beverages for
consumption on the premises only, for a period not to exceed three (3) days, subject to any state law or
municipal or county ordinances regulating the time for selling such beverages. Sale of alcoholic beverages
includes any admission charge, sales of cups, sale of tickets, donations, etc.
Convicted violators of this statue shall be guilty of a misdemeanor of the second degree.
B. Drinking Age Laws
Statue 562.11 (1a & 2) – Selling, giving or serving alcoholic beverages to persons under age 21;
Misrepresenting or misstating age or age of another to induce licensee to serve alcoholic beverages to persons
under 21.
It is unlawful for any person to sell, serve or permit to be served alcoholic beverages to a person under twenty
one (21) years of age or to permit a person under 21 years of age to consume said beverages on licensed
premises. Anyone convicted of violation of the provision hereof is guilty of a misdemeanor of the second degree
punishable in s. 775.082 ors: 775.083.
It is unlawful for any person to misrepresent or misstate his or her age or the age of any other person for the
purpose of inducing any licensee or his agents or employees to sell, give, serve, or deliver any alcoholic beverage
to a person under 21 years of age.
Statue 562.111 – Possession of alcoholic beverages by persons under age 21 prohibited.
It is unlawful for any person under the age of 21 years…to have in his or her possession alcoholic beverages.
Convicted violators of this statute are guilty of a misdemeanor of the second degree, punishable as provided in s.
775.082 or s. 775.083.
Statue 322.141 Section 8 – This act shall take effect July 1, 1985, except that:
… insofar as they raise the legal age of persons who may be licensed under the Beverage Law or who may
consume or possess alcoholic beverages, shall not apply to persons born on or before June 30, 1966.
C. Open containers outside designated areas.
Ordinance No. 418 G Section 315 Consumption of alcohol in public places.
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(a) Prohibited activities…it shall be unlawful for any person to consume, and for any person, to carry in any
cup, open can or other open or unsealed container any alcoholic beverage in any public rightofway,
including streets, sidewalks and alleys.
III.
GUIDELINES
A. Consumption of alcohol on the USF St. Petersburg campus is limited to approved events and areas clearly
designated for sale and consumption of alcohol. Any individual failing to comply may be found to be in
violation of University policy, city ordinance, and applicable state laws and may be subject to prosecution.
B. The restriction of this policy applies to faculty, staff, students, University related groups, and organizations
(e.g., Alumni Association), and non University groups who are permitted temporary use of facilities. When
any of the aforementioned groups wish to serve alcoholic beverages at an event, the group first must receive
approval from the Campus Dean of Director responsible for the organization as well as the individual
responsible for he intended location of the event.
C. Those wanting to sponsor an event where alcohol will be served must complete and comply with all aspects
of the process outlined in the Event Registration Packet including contact with the facility manager, campus
police, parking services, etc. The Event Registration Packet must be completed and submitted to the
Director of Student Affairs or designee for approval. Upon receiving approval from the Director, the event
can proceed as planned.
Approval for an event will be granted on the terms and conditions set forth in the following guidelines:
1. The sponsoring individual or group is responsible for ensuring that the event complies with the USF Alcohol
Beverages Policy.
2. (a) Except for events that are open to the public, all participants at a University or grouprelated
event, students, faculty and staff must present a valid USF identification card to gain entrance to
the event.
(b) Except for events that are open to the public, nonUniversity guests who wish to attend an event
sponsored by a University group or person must be accompanied by a USF representative (student,
faculty or staff member) with a valid USF identification card, whether or not alcoholic beverages are
being served. NonUniversity guest must show a valid driver’s license or other form of pictured
identification, as listed in 3.b.
(c) Each individual is liable for all of his/her actions at all time, regardless of his/her mental of physical
state, even if altered by alcoholic beverages. Additionally, each organized group is responsible for the
behavior of its members and guests whenever sponsoring an event.
3.

(a) The serving of alcoholic beverages must adhere to Alcoholic Beverages laws.
(b) Participants wishing to consume alcoholic beverages at the event must present proper
The following are the only acceptable forms of identification, according to Florida law:
Florida Driver’s License
State of Florida Personal Identification card
Passport
Active Military Identification card (green)
Out of State Driver’s License

4. No state funds nor state accounts may be used to purchase alcoholic beverages.

identification.
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5. Individuals and University groups who sponsor events where alcoholic beverages are served are prohibited
from charging for the alcohol, whether directly or indirectly, unless they have purchased a temporary
alcoholic beverage license from the Florida Division of Alcoholic Beverages and Tobacco (1313 N. Tampa
Street, Suite 909, Tampa, Florida, 33602, 8132722610).
6. For all events where alcohol is served, the Director of Student Affairs will determine the length of the event
and the amount of alcohol to be served based upon the nature of the event and the number and age of the
anticipated individuals attending. (Please refer to the Alcoholic Beverage Planning Chart in this policy.)
7. Nonalcoholic beverages, excluding water and food items must be available at the same place as the alcoholic
beverages and readily accessible as long as the alcoholic beverages are available. These nonalcoholic
beverages must be featured as prominently as the alcoholic beverages and must be available for no more
than the price of the alcoholic beverages. Adequate proportions of nonalcoholic beverages and food will be
considered as criteria for the event approval.
8. The only alcoholic beverages that may be possessed or consumed at campus events are those alcoholic
beverages served at the event, and the served alcoholic beverages must be consumed within the facility
designated for the event.
9. The University Police Department will be responsible for making a determination of adequate security needs
at events where alcohol is served based on location, entertainment present and other factors relevant to
providing adequate security. The sponsoring group(s) will be responsible for offsetting security related
costs.
10. The sponsoring group’s advertising efforts must not detract from the fundamental principle that alcohol will
be served as and amenity to the event. Advertisements for any university events where alcohol beverages
are served shall mention the availability of nonalcoholic beverages as prominently as alcohol. Alcohol
should not be used as an inducement to participate in a campus event. Promotional materials including
advertising for any university event shall not make reference to the amount of alcoholic beverages (such as
the number of beer kegs) available. Such advertising is subject to review and approval by the Director of
Student Affairs or designee.
11. Individuals sponsoring the event should implement precautionary measures to ensure that alcoholic
beverages are not accessible or served to persons under legal drinking age or to persons who appear
intoxicated.
12. At social functions where alcoholic beverages are provided by the sponsoring organizations, direct access
should be limited to a person designated as the server(s). Designated severs must be at least 21 years of age
and refrain from consuming alcoholic beverages during the event.
13. Event sponsors are responsible for providing for the age verification of attendees. Identification verification
may be conducted by the server upon service or by a designee upon admission where a nonreusable
wristband or some other appropriate nontransferable proof of age is provided. Persons designated to verify
identification must refrain from consuming alcoholic beverages during the event.
14. Contact information for alternative transportation (safe ride) line must be displayed prominently at all social
events.
15. No event shall include any form of alcohol abuse (such as drinking contests or games or use of “beer
bongs” or funnels) in its activities or promotions.
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16. The serving of alcohol should be halted approximately onehalf hour before the end of the event depending
upon the length and nature of the event.
17. Appropriate measures for adequate cleanup of the facility and surrounding areas will be required of the
group sponsoring the event. Failure to comply with cleanup requirements will result in fines for the
organization to cover the expenses of cleanup and/or damages.
18. Alcoholic beverages may not be consumed or served at University Intramural sports contests or at
University Intercollegiate Athletic contests.
19. Exceptions to this policy can be made at the discretion of the Director of Student Affairs. No appeal will be
considered until the Director of Student Affairs has received a written request for the appeal.
ALCOHOLIC BEVERAGE PLANNING CHART
People Drinking
Alcohol

Time

Beer
(cans)

Beer
(kegs)

Wine

20

4 Hours

3.5 Cases

.5 Keg

13 qts.

40

4 Hours

7.0 Cases

1.0 Keg

25 qts.

60

4 Hours

10 Cases

1.5 Kegs

28 qts.

80

4 Hours

41 Cases

2.0 Kegs

50 qts

100

4 Hours

18 Cases

2.5 Kegs

63 qts.

120

4 Hours

21 Cases

3.0 Kegs

75 qts.

140

4 Hours

24 Cases

3.5 Kegs

87 qts.

160

4 Hours

28 Cases

3.5 Kegs

99 qts.

180

4 Hours

32 Cases

3.5 Kegs

111 qts.

200

4 Hours

36 Cases

4.0 Kegs

123 qts.

250

4 Hours

42 Cases

4.5 Kegs

135 qts.

III. AREAS
Alcoholic beverages may be consumed in conjunction within an approved event in any St. Petersburg Campus
area provided the Campus Dean or Director responsible for that area grants prior approval. In case of questions
of jurisdiction, please consult with the Director of Student Affairs.
IV. PENALTY FOR VIOLATIONS
Those individuals or groups found to be in violation of this policy will be subject to censure, decertification, or
deactivation or disciplinary procedures as recommended by the Director of Student Affairs. Such

Student Organizations Manual 07/05 Page 25

recommendations of sanctions are subject to review under the Student Disciplinary Rule6C4.60021 or other
appropriate Board of Regent’s rules or contract or provisions.

Student Government Information & Policies
Attendance Sheets must be completed for each meeting and activity held by an organization.
Copies of the sheets are to be submitted to the Student Government Office and the Student Life Office
Assistant (when A&S funds are used).

Clubs and Organizations Council (COC) Meetings are chaired by the Vice President of
Student Government. They are designed to allow club representatives to come together to discuss
issues of concern, learn what other clubs are sponsoring or planning, and provide a forum for
discussion. Attendance at this meeting is very important. Thus, an organization’s attendance of these
meetings is a component considered during the budget allocations process. Meetings are held once a
month throughout the semester. Check with Student Government for date, time, and location of
meetings.

Contracts must be approved and signed by the appropriate USF staff member in order to be valid. A
discussion with a Student Life staff member is required to discuss any issues or concerns regarding the
performer or service. A Facilities Reservations Request Form should have been completed prior to
negotiating a date with the contractor.

An Expenditures Request Form (ERF) authorizes a purchase as requisitioned. After approval,
it is processed by the Student Life Program Assistant. A Letter of Authorization and/or Purchase
Order is given for purchases made with an approved outside vendor. Please refer to the Student
Government “Allocations Manual” for other pertinent information regarding Student Government
financial rules and procedures.

Mailings  All club/business related bulk mail to be charged to the club/organization must be sent to
the campus Mail Room. Bulk mailings are required to have an ERF submitted to the Student Life
Program Assistant with the approximate number of pieces and the cost. An authorization letter is
given to the organization to take to the Mail Room where the request will be processed.

The Student Government Allocations Manual provides important information about the
budget allocation process for Student Government and other pertinent information regarding Student
Government financial rules and procedures. All organizations submitting for and utilizing A&S Funds
allocated from Student Government are responsible for the information included in this manual and
following its policies and procedures.
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Student Government
Allocations Manual
(revised 8/01)

Student Government Office

Campus Activities Center 127

Staff Assistant
Executive Officers

(727) 5534144
(727) 5534147
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Chapter 100
Activity and Service (A&S) Fees and Budget
100

The primary purpose of A&S Fees is to ensure that student activities, both University
sponsored as well as the organizations, receive a subsidy that will help cover operational costs.

100.1 The St. Petersburg Campus A&S Budget is created by the collection of a (as of 4/01) $9.16
per credit hour fee. These fees are then allocated through the Student Government budget
process.
100.2 Student Government may call for a fee increase in any year.
100.3 In order to increase the A&S fee there shall be a committee comprised of ½ students appointed
by the Student Government President and ½ faculty or staff appointed by the University
Chancellor (or the Vice Chancellor of Student Affairs if so delegated). Assuming that a
proposed fee increase passes a committee, final approval rests with the University President
and the Board of Trustees. This process takes time, so Student Government must consider the
longterm needs of the campus.

Chapter 101
Budget Committee and Budget Process
101

101.1

101.2

101.3
101.4
101.5

101.6

The purpose of the Budget Committee is to make recommendations to the Student
Government concerning student organization budgets, Student Government’s budget, and
University department budgets funded by A&S Fees.
The Budget Committee shall be chaired by the SG Treasurer. There shall be at least two
members on the Budget Committee in addition to the chairperson; they shall be appointed by
the chairperson from within the members of Student Government and be approved by the
Student Government President.
The Budget Committee will consider budget requests for the next allocations period (e.g. Fall
Budget Committee considers budget for the next Spring semester) and special requests for the
current allocations period.
Budget requests must be typed and full explanations must be given for each line item in order
to be considered for funding.
Budget requests must be signed by the Treasurer, President, and Advisor of the organization.
In accordance with Student Government bylaws, budget requests for student organizations
are due to the Budget Committee no later than the first school day of April for the allocation
period of July 1 through December 31, and no later than eight school days before
Thanksgiving for the allocation period of January 1 through June 30.
All other recipients of A&S Fees monies (other than organizations) shall present the
appropriate Budget Request forms to the Student Government Budget Committee by the first
school day of April to be considered for an allocation for the fiscal year of July 1 through June
30.
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Chapter 102
Funding Restrictions
102

Any expense judged to be the responsibility of the college or departments or the personal
responsibility of the members of student organizations will not be funded.
102.1 Requests for funds related to any campus events that have independent funding will not be
funded.
102.3 Personal money spent without prior approval in excess of $25.00 will not be reimbursed.
102.4 All tangible equipment and supplies purchased with A&S funds must be inventoried, tagged,
and signed for by a member of the organization. All A&S property must be housed or stored
in an oncampus location that will be established and kept on file with the Student
Government.
102.5 Any organization or department may check out any A&S equipment for use at their meetings
or events.
102.6 Admission shall not be charged to any USF student with proper identification at any A&S
funded event. Nonstudents may be charged a small fee to help cover costs associated with the
event. Student Government may make an exception for major or highcost events.
102.7 All monies raised from an A&S sponsored event or financed using A&S money must be
deposited into the organization’s A&S account.
102.8 A&S funds will be limited to $300.00 total for the registration fees for any local or national
conference for up to two USF currently enrolled creditseeking students who are active
members in that organization. This allocation may only be utilized once every fiscal year.
Travel, lodging, and meals for such a conference are the responsibility of the organizations.
102.9 Once a funding request has been considered and funded, the same request cannot be
resubmitted for additional funding during the same allocations period.
102.10 Any requests that were denied for an allocations period will not be reconsidered for funding
within that allocations period.
102.11 Deficits incurred by the organization or department without prior approval of the Student
Government will not be funded.
102.12 Every student organization is required to attend all Clubs and Organizations Council meetings.
For every meeting that an organization fails to attend, they will be assessed a 10% penalty will
be deducted from programs or other line item as deemed appropriate. Deductions will be
made from funds allocated for the next allocations period as per review of COC attendance
sheets by the Budget Committee.
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Chapter 103
Fundraising Policy
The following is a rule that the University must abide by in accordance with the section 6c46017 of
the Florida Administrative Code, and is not related to the Student Government Constitution or the
Allocations Manual.
103

103.1

103.2
103.3

103.4

Each student organization may engage in fundraising activities, the proceeds of which may be
devoted to the activities and projects of the organization itself in furtherance of its goals and
objectives, subject to the following rules and regulations:
Registered student organizations desiring to engage in fundraising activities must secure
approval at least five working days in advance from the Student Activities Office. The Student
Activities Office should notify the petitioning student organization in writing of the approval
and conditions for the solicitation of funds or denial of the fundraising request within three
working days from the date of the request. If the request is denied, the reason for denial must
be stated. If the request is approved, calendarclearance and the conditions for the solicitation
of funds will be given with the approval.
Fundraising activities that require the use of University space or facilities must be reserved in
advance and may be limited by space availability.
All funds raised must be reported to the Student Activities Office. (Note: Where an
organization uses A&S Fees to finance the fundraising, all proceeds from the fundraiser must
be deposited into the proper A&S account. These funds will be available to the student
organization to supplement their approved budget.)
An organization’s privilege of engaging in fundraising activities is subject to immediate
cancellation if the methods used are disorderly, improper, or if they annoy or otherwise
interfere with any individual’s right to privacy and freedom from harassment.

Chapter 104
Activity and Service Fee Eligibility
104

In order to be eligible for any A&S funding, a student organization must be registered with the
Student Activities Office.
104.1 Any student organization that discriminates against students based on race, gender, ethnicity,
religion, or sexual orientation shall not receive any A&S funding.
104.2 Any student organization that requires dues (local or national) or that restricts membership to
USF enrolled students in any way will not be eligible for A&S funding.
104.3 In order to be eligible for A&S funding a student organization must be comprised of at least
70% USF currently enrolled creditseeking students. The other 30% of membership may be
comprised of currently enrolled noncreditseeking students or nonstudents. The membership
roster will be used to determine the status of each member. An average membership will be
taken from the attendance sheets to determine the amount of funding the organization qualifies
for in regards to refreshments and banquet expenses.
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104.4 A&S funding shall be based upon the active membership of a student organization. Active
membership may comprise of currently enrolled creditseeking students, currently enrolled
noncreditseeking students, or nonstudents. Active membership, as it applies to the budget
process, is defined as the sum of the total number of members and advisors attending all
meetings/functions divided by the number of meetings/functions. Membership figures will be
taken from the attendance sheets.
104.5 Currently enrolled creditseeking students are defined as any USF students who are currently
enrolled for classes at a USF campus who are earning credit.
104.6 Currently enrolled noncreditseeking students are defined as any USF students who are
currently enrolled in classes at a USF campus who are not earning credit.
104.7 NonStudents are defined as any person who is not a USF student currently enrolled at a USF
campus.
104.8 The attendance sheet included in this manual is the only sheet that can be used for an official
club attendance sign in sheet. Signatures that are not on this sheet will not be accepted.
104.9 All officers must be currently enrolled creditseeking students.
104.10 No organization shall allow a nonstudent or currently enroll noncreditseeking student to vote
on matters that involve the budget or the constitution.

Chapter 105
Student Organization Budget Proposals
105
105.1
105.2

105.3

105.4

Each organization shall prepare and present a budget proposal to Student Government for each
allocation period in order to receive A&S funding.
The budget proposal must be clear and concise and must be typed on the forms provided by
Student Government to the organization.
All budget requests shall be itemized (except for the club supplies line) and include
explanations for each expenditure. The requests will be reviewed by the Budget Committee
and will then be forwarded to Student Government with an allocation proposal.
All budget proposals shall be reviewed according to the following guidelines:
105.3a The nature and expense of the proposed activities.
105.3b The request in proportion to the funding of other A&S Fee funded activities
comparable to the event.
105.3c The past stability and productivity of the A&S Fee recipient.
105.3d The benefit of the proposed activities to the student body, the university, and the
community.
105.3e Any cover letter or additional data, which may be made available by the A&S Fee
recipient.
105.3f The number of current student members, the number of persons in attendance at the
past activities, which are most similar to the proposed activities, and the estimated attendance
for the proposed activities.
Budget hearings will be scheduled as necessary during Budget Committee meetings. Each
organization will be allotted a maximum of 20 minutes to explain and defend their particular
requests. A schedule will be posted outside of the Student Government Office, so each
organization can sign up for a specific time.
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105.5 Student Government officers and Budget Committee members reserve the right to verify if the
number of active members indicated are in agreement with attendance sheets as well as any
other areas in which irregularities may exist.
105.6 All budget proposals must be signed by the student organization Advisor, President and
Treasurer.
105.7 Any budget proposals that do not follow the above regulations will not be considered for
review.
105.8 Attendance (signin) sheets for all events must be provided to Student Government, in addition
to the Student Activities Office. They should be submitted with the budget request forms.
Any organization, which does not turn in their sign in sheets, may not receive funding for any
budget category based on membership such as meeting refreshments and banquets.
105.9 A maximum of 16 meetings per semester will be considered for refreshments funding.
105.10 Each student organization may request up to a maximum of $2.50 per meeting refreshments
for each currently enrolled creditseeking student based on active membership taken from the
attendance sheets.
105.11 Each student organization may request up to a maximum of $12.50 for banquet expenses per
currently enrolled creditseeking student based upon active membership taken from the
attendance sheets.
105.12 Each student organization may request additional funding for currently enrolled noncredit
seeking students of a maximum of 10% of the funding for currently enrolled credit seeking
students for refreshments and banquet expenses only.
105.13 A&S Fees may not be used to fund nonstudents.

Chapter 106
Utilizing Allocated Funds
106
106.1
106.2
106.3
106.4
106.5
106.6

Any department or organization wishing to utilize or transfer their allocated monies must
complete an Expenditure Requisition Form (ERF).
The ERF is to be typed or printed and returned to the Student Life Office for approval of the
expenditure prior to the actual purchase.
The maximum amount allowed for reimbursement for purchases made without an ERF is
$25.00.
When making a purchase sign the purchase order and make sure you receive a receipt.
All original invoices or receipts must be returned to the Student Life Office within three (3)
days of the purchase.
A copy of the attendance sheet must be submitted with the receipts when food is purchased.
A list of commonly used vendors for which blanket purchase orders have been established is
available. If a vendor is not on the list, approval for the purchase order may take up to three
(3) weeks.
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Chapter 107
Overspending
107

There is never a time when an organization may overspend its total allocation. Organizations
that exceed the allocated amount will be penalized for that amount in their future budget
allocations.
107.1 All student organizations are responsible for their own line item totals. In the event that an
organization needs additional funds in a particular area, a line item total may exceed its total
allocation by 20% only if the organization can take the amount from another area. (For
example, if the organization’s allocated amount for refreshments is $200, the organization may
take up to $40 from another line item area to use as refreshment money. No more than 20%
can be overspent in any line item area. Organizations that exceed the allocated amount by
more than 20% in any area will be assessed penalties in that area for the following budget.)
107.2 If an organization has an area that has surplus of funds and wishes to use those funds in
another area, they may come back to Student Government and ask to transfer that money into
another line item. The organization may not do this without the approval of the Student
Government.

Chapter 108

Funding for Provisional Organizations
108

Provisional status may be granted to any student organization that does not already receive
A&S funding as long as they comply with all A&S eligibility regulations.
108.1 Provisional student organizations may receive funding from the provisional organization line in
the SG budget.
108.2 Budget proposals for provisional student organizations may be submitted to the Budget
Committee using the same forms that registered student organizations are required to use.
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Budget Categories
The following categories are areas in which funding may be requested. Items submitted for funding
must be within one of these categories to be considered.
Club Supplies

#210

This category is used for things like copies, flyers, posters, stationary, and postage. Any amount
requested which exceeds $50.00 must be fully itemized.
Meeting Refreshments

#352

Funding for meeting refreshments is limited to $2.50 per currently enrolled creditseeking student, per
meeting, up to a maximum of 16 meetings, using active membership as a base for this calculation.
Funding for currently enrolled noncreditseeking students for meeting refreshments is $.25 (10%)
based on active membership.
Banquets

#353

Banquets are budgeted at a maximum of $12.50 per currently enrolled creditseeking student per
semester. The amount budgeted per currently enrolled noncreditseeking student is $1.25 (10%)
based on active membership. The total amount of funds allocated for each organization may be
capped, or the maximum amount per active member may not be given. This decision will be based on
Student Government’s current budget constraints.
Campus Showcase

#503

Please keep in mind that all organizations must participate in Campus Showcase in order to receive a
Campus Showcase budget allocation from Student Government. This allocation can only be used for
the Campus Showcase for that allocations period and cannot be transferred to another line item.
Provisional organizations or organizations that are currently reorganizing may request to be excused
from this requirement by attaching a letter to the budget request for the next allocations period
explaining why they were absent from Campus Showcase.
Programs

#599

Speakers
·

·

This category is usually, by most organizations, used for token gifts given to guest speakers.
Individuals who are invited to speak at meetings or functions often realize that university
organizations do not have the finances to pay them for their time. Most volunteer their
services. As a result, Student Government has capped this category at $75.00 per speaker.
If your organization wishes to bring in a speaker who does charge an honorarium, you need to
work in conjunction with the Student Activities Office to find ways to generate the funds
needed.
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Community Activities
·
·
·

This category is for funding that would make it possible for your organization to provide a
service to the community.
These activities may not generate a profit for your organization.
Please be specific about what your organization is planning to do.

Interclub events
·
·
·

This category should be used when two or more organizations are planning joint activities.
Please be specific about the type of event planned and which organization(s) will be
participating.
Funding for such activities may not be requested by more than one organization for the same
event.

Equipment
#730
· This category may be used for equipment rental for special events, including audiovisual
equipment check out in the library.
· It may also be used for small equipment purchases. Please keep in mind that any equipment
purchased using A&S Fee money becomes property of the University. As such, this equipment
must be turned over to the Division of Student Affairs, upon request or if the organization
disbands.
· It is possible that Student Government may be able to find other funding sources for certain
equipment deemed necessary.
· Equipment may be utilized by other organizations when available.
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USF St. Petersburg Student Government

Budget Request
Organization ____________________________________________________________
Treasurer _____________________________ President_______________________
Advisor_______________________________ Date _____________________________
Total Membership _________________ Average Active Membership_______________
Number of Proposed Meetings _______ Current Funds Raised ___________________
Previous Approved Budget __________ Total Amount Requested _________________

Request No.

Code

Description
(Line Item)

Amount of
Request

Amount
Approved

1

210

Supplies

________

_________

2

352

Refreshments

________

_________

3

353

Banquet

________

_________

4

503

Campus Showcase

________

_________

5

599

Programs

________

_________

6

730

Equipment

________

_________

Total $________

$________

For Student Government Use Only

Date Received:_________________

Received By:_________________________

COC Meeting Attendance ________

Penalty: Yes

No

# of currently enrolled creditseeking students

# of Attendance Sheets Submitted ________

# of currently enrolled noncreditseeking students

Average Attendance ____________

Final Approval:

SG Treasurer ________________________

Date _______

SG President ________________________

Date _______
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USF St. Petersburg Student Government
Budget Request Line Item Explanation
Request #1 (210)

Explanation

Supplies

Amount
Requested
$ ___________

Request #2 (352)

Explanation

Refreshments

Amount
Requested
$____________

Request #3 (353)
Banquet

Amount
Requested
$____________

Explanation
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USF St. Petersburg Student Government
Budget Request Line Item Explanation (con’t)
Request #4 (503)

Explanation

Campus Showcase

Amount
Requested
$____________

Request #5 (599)

Explanation

Programs

Amount
Requested
$___________

Request #6 (730)
Equipment

Amount
Requested
$____________

Explanation
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USF St. Petersburg Student Government
Special Budget Request
This form should be completed when special requests, separate from an organization’s semesterly
budget request, is submitted. Such a submission may result from an opportunity or special need that
the organization was not aware of at the time of their regular budget submission.
Date:
Organization:
Event/Request:

Instructions: Please comment briefly on the event and attach any supportive information.
Explain in detail how the item or event reflects and enhances the purpose of your group and student
life.
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USF St. Petersburg Student Government
Budget Line Transfer Request
This form should be completed when an organization needs to transfer money from one line of their
Student Government budget to another.
Date: _______________________________
Organization: __________________________________________________________
Treasurer: ____________________________________________
Other Signer: __________________________________________
Advisor: _____________________________________________
Transfer Money From:
Original Request No. __________

Code __________

Description ______________________________
Original Intended Use: ______________________________________________
Current Amount of Line ____________________

Transfer Money To:
New Request No. _____________

Code _________

Description _______________________________
Amount to be Transferred ____________________
Requested New Use: ________________________________________________
Justification for Change: _____________________________________________
__________________________________________________________________
__________________________________________________________________

For Student Government Use Only

Date Received:_________________
Final Approval:

Received By:_________________________

SG Treasurer ________________________

Date _______

SG President ________________________

Date _______

Transfer Completed: Student Activities ________________________

Date _______
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Please return this form to the Student Government Treasurer
upon completion of the transfer.
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USF St. Petersburg Student Government
Membership Roster
Organization
Officers/Titles:

Advisor
Current members (Name and College required):
COAS: College of Arts & Sciences; COE: College of Education; COB: College of Business

MEMBER NAME and Student ID Number

COAS

COE

COB
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USF St. Petersburg Student Government
Attendance Sheet for Student Organizations
Organization Name: ______________________________ Event Date: ___________________
Regular Meeting or Special Event: __________________ Location: _____________________
Total in Attendance: __________

Refreshment Cost (if A&S expenditure): ______________

1 Members/Advisor(s)

23

22. __________________________

2

1. __________________________

24

23. ________________________

3

2. __________________________

25

24. ________________________

4

3. __________________________

26

25. ________________________

5

4. __________________________

27

26. ________________________

6

5. __________________________

28

27. ________________________

7

6. __________________________

29

28. ________________________

8

7. __________________________

30

29. ________________________

9

8. __________________________

31

30. ________________________

10

9. __________________________

32

11

10. __________________________

12

11. __________________________

13

12. __________________________

14

13. __________________________

15

14. __________________________

16

15. __________________________

17

16. __________________________

18

17. __________________________

19

18. __________________________

20

19. __________________________

21

20. __________________________

22

21. __________________________

33 Guests
34

1. _________________________

35

2. _________________________

36

3. _________________________

37

4. _________________________

38

5. _________________________

39

6. _________________________

40

7. _________________________

41

8. _________________________

42

9. _________________________

43

10. _________________________

Submit 1 copy of this form to Student Government for allocations purposes.
Submit 1 copy of this form to Student Activities with your refreshment receipts when A&S funds are
used.
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Purchasing
How To Obtain a Purchase Order and
Purchase Items Using Funds From A Student Government Budget
Step 1: Refer to the Accepts Purchase Orders List for someone who provides the items needed.
Please note: There are certain vendors that are willing to work with and are more
understanding of our University purchasing process. Therefore, they have become our
preferred vendors for certain services and are listed as such on the vendor list.
If the vendor desired is not on the Purchase Order List, the organization must confirm the
vendor accepts purchase orders and is willing to accept net 40 days for payment.
Quotes are required for any purchases over $100 and/or involving printing or imprinting.
Organizations will need to contact at least 3 vendors providing the items needed. From these 3
vendors, acquire the appropriate price quote information to complete the Student Life Quote
Form that must accompany all such Expenditure Requests.
Step 2: Complete an Expenditure Requisition Form (ERF) itemizing all the items to be purchased,
listing the prices for all items, and indicating the name and all appropriate information for the vendor
you intend to use (attach the completed Student Life Quote Form if applicable). Two authorized
signatures (treasurer and the 2nd signer) are required on the ERF.
ERFs can be obtained at the CAC Information Desk. A list of the vendors who accept
purchase orders can be obtained from the Student Life Program Assistant, CAC 137.
Step 3: Turn in the completed ERF to the Student Life Program Assistant, CAC 137.
Step 4: An Authorization Letter with a Purchase Order Number and/or a Purchase Order
approving your purchase will be in your organization’s mailbox within 10 working days. Please allow
no less than a week for processing.
Step 5: Take the Authorization Letter and/or Purchase Order with you to the vendor and purchase
what you need. Be sure to sign the receipt and include the name of the organization you represent.
Step 6: Turn in all receipts to the Student Life Program Assistant, CAC 137 within three working
days. Whenever possible, receipts should be itemized. Failure to return receipts within three working
days may result in the loss of spending privileges.

***If an invoice is unable to be paid due to error on part of the organization spending privileges
will be suspended until the vendor has been paid.
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Important: If an organization purchases items without an Authorization Letter and/or
Purchase Order the maximum reimbursement possible is $25.00.

Purchasing (con’t)
How To Reimburse Using Funds From
A Student Government Budget
Step 1: Complete an Expenditure Requisition Form (ERF) with the name, address, telephone
number, and social security number of the person receiving the reimbursement. A receipt
documenting the purchase must be provided. Whenever possible, receipts should be itemized. Two
authorized signatures (treasurer and president or vicepresident) are required on the ERF.
ERFs can be obtained at the CAC Information Desk.
Step 2: Turn in the completed ERF to the Student Life Program Assistant, CAC 137.
Step 3: A reimbursement check will be mailed directly to the person.

Important: If an organization purchases items without
an Authorization Letter and/or Purchase Order the
maximum reimbursement possible is $25.00.
Reimbursements are not intended as a substitute for
submitting expenditure requests in sufficient time for
a purchase order. Also, reimbursement requests
may be denied.
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Purchasing (con’t)
How Obtain a Purchase Order and Pay for Food and Drinks for
Events Using Funds From A Student Government Budget
If food and drink costs are less than $200.00, then the process is as follows:
Step 1: Refer to the Accepts Purchase Orders List for someone who provides the items needed.
Please note: There are certain vendors that are willing to work with and are more
understanding of our University purchasing process. Therefore, they have become our
preferred vendors for certain services and are listed as such on the vendor list.
If the vendor desired is not on the Purchase Order List, the organization must confirm the
vendor accepts purchase orders and is willing to accept net 40 days for payment.
Step 2: Complete an Expenditure Requisition Form (ERF) itemizing all the items to be purchased,
listing the prices for all items, and indicating the name and all appropriate information for the vendor
you intend to use (attach the completed Student Life Quote Form if applicable). Two authorized
signatures (treasurer and the 2nd signer) are required on the ERF.
ERFs can be obtained at the CAC Information Desk. A list of the vendors who accept
purchase orders can be obtained from the Student Life Program Assistant,
CAC 137.
Step 3: Turn in the completed ERF to the Student Life Program Assistant, CAC 137.
Step 4: An Authorization Letter with a Purchase Order Number and/or a Purchase Order
approving your purchase will be in your organization’s mailbox within 10 working days. Please allow
no less than a week for processing.
Step 5: Take the Authorization Letter and/or Purchase Order with you to the vendor and purchase
what you need. Be sure to sign the receipt and include the name of the organization you represent.

Step 6: Turn in all receipts to the Student Life Program Assistant, CAC 137 within three working
days. Whenever possible, receipts should be itemized. Failure to return receipts within three working
days may result in the loss of spending privileges.
***If an invoice is unable to be paid due to error on part of the organization spending privileges
will be suspended until the vendor has been paid.
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Important: If an organization purchases items without an Authorization Letter and/or
Purchase Order the maximum reimbursement possible is $25.00.

If food and drink costs are expected to exceed $200.00 and the event is
ON CAMPUS the process is as follows:
Step 1: Select and/or obtain quote(s) from contracted caterer(s). The USF St. Petersburg is under
contract with the following caterers. They are the only ones permitted to cater events on campus for
which the expenditure on food exceeds $200.00.
Contact Information for these caterers is as follows:
Orange Blossom Catering
220 4th Street North
Saint Petersburg, FL 33701
Attn: Ed Shamas (727) 8226129
(727) 8212577 fax
(Available through April 1, 2006)
Personal Touch Catering
8800 4th Street North
Saint Petersburg, FL 33702
Attn: Midge Trubey (727) 5780537
(727) 5780762 fax
Tavern at Bayboro
121 7th Avenue South
Saint Petersburg, FL 33701
Attn: John “Gavin” Benson (727) 8211418
Too Jay’s Catering
141 2nd Avenue North
Saint Petersburg, FL 33701
Attn: Jodi Gannon (727) 8233354
(727) 8233352 fax

Step 2: Select a caterer. If the quotes are too high for the budget provided, the Director of Student
Affairs may release a student organization from the obligations under the contract. This release must
be in writing and come from the Director of Student Affairs. Three quotes must be submitted to the
Director with your request.
Step 3: Complete an Expenditure Requisition Form (ERF) itemizing all the items to be purchased,
listing the prices for all items, and indicating the name and all appropriate information for the vendor
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you intend to use (attach the completed Student Life Quote Form if applicable). Two authorized
signatures (treasurer and the 2nd signer) are required on the ERF. 
Step 4: Turn in the completed ERF to the Student Life Program Assistant, CAC 137.
Step 5: An Authorization Letter with a Purchase Order Number and/or a Purchase Order
approving your purchase will be in your organization’s mailbox within 10 working days. Please allow
no less than a week for processing.
Step 6: Take the Authorization Letter and/or Purchase Order with you to the vendor and purchase
what you need. Be sure to sign the receipt and include the name of the organization you represent.
Step 7: Turn in all receipts to the Student Life Program Assistant, CAC 137 within three working
days. Whenever possible, receipts should be itemized. Failure to return receipts within three working
days may result in the loss of spending privileges.
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Sample Authorization Letter

AUTHORIZATION LETTER
TO:

Bayboro Books
121 7th Avenue S
St. Petersburg, FL 33701

FROM:

Regina Young Hyatt, Director of Student Life
(7275534180)

DATE:

December 31, 2005

RE:

Authorization to Purchase – PO # XXXXXXXXXX

Jane Doe of the USF St. Petersburg XYZ Club is authorized to purchase at
Bayboro Books using the USF St. Petersburg Purchase Order #XXXXXXXXX
on or before January 15, 2006.
The purchase is not to exceed $200.00.
NOTICE TO VENDOR: Purchaser must sign receipt.
USF St. Petersburg Florida Tax Exempt ID: 59730209k
Purchase is tax exempt.
Please monitor purchase.
Thank you.
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Student Life
Quote Form
For items or services over $100.00 and/or NOT under State Contract
(minimum 3 quotes required)
Date: _________________ Organization: ___________________________
Club Representative: ________________________ Phone: _____________
Vendor Name,
Address, & Phone

Vendor
Federal ID
Number

Response
Item/Service
Description

Price Quote

(letter, phone,
etc.)

Comments:

Are any of the above vendors University, employees, family, friends, or students?

q Yes
q No

_______________________________
Organization’s Representative Signature
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HOW TO RESERVE A ROOM/SPACE ON CAMPUS
For: Academic Space (any rooms typically used as classrooms)
Bayboro Café
Campus Activities Center (CAC)
Coquina Pool
Davis Hall, Room #132
Davis Lobby
Harborside (outside lawn area between Davis Hall and the harbor)
Events cosponsored with outside organizations and expecting a large
general public audience
The steps are as follows:
Step 1: Call or ask at the CAC Information Desk if the room or space desired is available for that
particular date and time.
Step 2: Complete the Facility Reservations Request Form. This form is available at the CAC
Information Desk. Important: the only way to reserve a room is to complete a Facility
Reservation Request Form.
Step 3: Submit the completed form to the Coordinator of Student Activities, CAC 130A.
Step 4: An approved Facility Reservation Request Form will be returned in the Student Organization’s
mailbox.

Please note: Rooms are reserved on a first come first served basis
and facilities are not guaranteed until an
approved form is received.
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Basic Steps for Planning
a Program or Event
(Please note: This is just a suggested time line.
However, 4 weeks is needed to process a contract
and payment for a speaker or artist.)
·
·
·

810 Weeks
Brainstorm ideas with group members and campus for interest
Contact agent/artist for information & promotional video cassette
Check references for price, performance, attendance, audience reaction, potential concerns

68 Weeks
· Reserve facility and provide facility manager with all requirements (room set up, tables, seating,
audio/visual, etc.)
· Determine budget
· Gather precontract information with agent/artist
56 Weeks
· Meet with advisor, student activities, club members, and other appropriate persons to discuss
details of program
· Prepare publicity – flyers, newspaper ads, table tents, etc.
45 Weeks
· Complete and submit all forms and financial authorizations
Contract Approval
Meet with Director of Student Life – organization advisor signs
Requisitions
Complete and submit ERFs to Student Life Office Assistant
Food Quotes
Refer to catering section of this manual
Quotes must be attached with ERFs
Bids
If necessary for items or services needed
Security/Parking
Submit requests for special parking and security arrangements
Discuss with facility manager and Campus Police
34 Weeks

·
·
·
·
·

Begin teaser ads once authorization and forms are complete
*Teasers are intended to peak interest and not provide full information
Meet with Coordinator of Student Activities to arrange ticket sales and provide CAC Information
Desk with event information
Begin ticket sales through the CAC Information Desk (Check daily for questions/updates)
Letters/flyers in club mailboxes or out in campus mail
Mail out invitations
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·
·

Solicit volunteers to help on day of event as well as with publicity
Distribute/post publicity

23 Weeks
· Crow’s Nests Ads
· Announce in Student Government and COC meetings
2 Weeks
· Confirm room setup and equipment details with facility manager
12 Weeks
· New flyers, repost materials where needed; Gimmicks (Hint: Word of mouth is the best!!)
· Assign volunteers to duties for event (setup, hand stamp, tickets, hospitality, cleanup, etc.)
1 Week
· Confirm arrival/delivery times and recheck every detail of program
Day of Program/Event
· Last minute publicity (i.e., have someone hand out flyers in the café, Davis Lobby or high traffic
areas)
· Check facilities and equipment
· Start on time and stick to schedule
After Program
· Submit any receipts and check on outstanding bills/invoices
· Take down all flyers/posters
· Returned any borrowed items
· Complete evaluation of event with members and advisor
· Send out thankyou notes

Note: Timetable guidelines are suggested for most events.
Advance planning will help increase the success of your event.
Ø Large scale events utilizing printed posters and imprinted promotional items should follow
the high end of the timetable. Another week or two may still need to be added for events
such as heritage months, Family Fest, Campus Showcase, etc.

Ø Smaller scale events (daytime events such as local bands, coffeehouses, novelty) can
deduct a week from the low end of the timetable. Check with your advisor or Student Life
for suggestions.
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CONTRACTING
HOW TO CONTRACT A SPEAKER, PERFORMER, and/or BAND
Once an organization has selected a speaker, performer, or band the following steps need to be taken
in order to insure timely payment for services rendered. Meet with the Director of Student Life
before beginning any contracting procedure.
Step 1: Complete an Expenditure Request Form (ERF). Two authorized signatures (treasurer
and president or vicepresident) are required on the ERF.
ERFs can be obtained at the CAC Information Desk.
Step 2: Complete the Standard Performance Agreement Form (contract) and have the performer
sign and date.
Forms can be obtained in the CAC Clubroom.
Step 3: Complete the Consulting & Professional Services Worksheet and have the performer sign
and date.
Forms can be obtained in the CAC Clubroom.

Step 4: Obtain a signed invoice from the performer.
Step 5: Return all completed forms to the Student Life Office Assistant, CAC 130B.

NOTE: IN ORDER TO PAY A PERFORMER THE DAY OFPERFORMANCE ALL THE
FORMS MUST BE TURNED IN AT LEAST THIRTY DAYS PRIOR TO THE DATE OF
THE PERFORMANCE.
Questions about any of the forms should be directed to your organization’s advisor or the Student Life
Program Assistant.
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Sample Performance Agreement

140 7th Avenue South
Campus Activities Center
St. Petersburg, FL 33701

STANDARD PERFORMANCE AGREEMENT
The University of South Florida, acting for and on behalf of the Board of Trustees,
a public corporation of the State of Florida (“University”) and:
Name of Performer(s) Representative

_____________________________________

Name of Performer(s)

_____________________________________

Address

____________________
_________________________

Telephone Number

_

__

____ _______

_________________________

Social Security Number or Federal Tax Identification

____________________

________
__

(“Performer”) enter into this Agreement for the Performance, further described below, by Performer and
payment for such performance by the University. In consideration of the mutual promises and
undertaking described herein, the parties have agreed as follows:

1. Date, Location, and Time of Performance:
Date of Performance

____________________________

________

Rain Date of Performance

________________________________

__

Performer will perform at (location and address):
_____________________________________________________________
Rain location
_

___

Performance will begin at

________

and continue until

_______

.

Performer must arrive at venue at

__________

and must vacate venue by _______ _.

2. Description of Performance:
______________________________________________

______________

3. Compensation: The University will pay Performer $_ ________ _ for the performance.
Payment will be made by University check:
_______ immediately following the performance or
___ ___ within 10 working days after the performance.
The payment described above is the full and complete compensation to be paid by University for the
services by Performer under this Agreement. The University is not responsible for making travel
arrangements or paying any travelrelated expenses for Performer. (If the Agreement is modified to
include reimbursement for travel expenses, such reimbursement will provided only in compliance with
section 287.058(1)(b) and section 112.061 of the Florida Statutes.)
4.
Inclement Weather: University has the right to cancel an outdoor performance at its sole
discretion in the case of inclement weather. If no rain location is listed in item 1 of this Standard
agreement, and the University notifies performer of cancellation due to predicted weather, at least 24
hours before performance begin time listed in item 1 of this Agreement, University will NOT be liable
to pay performer.
If performance is canceled due to inclement weather anytime within the 24 hour period proceeding
performance, Performer has the option of either accepting a 50% payment for the performance as full
payment which would be paid by University check 10 days after scheduled performance time, or
negotiating with University representative to schedule another performance date for full payment. If an
alternate date can not be mutually agreed to, performer will receive 50% of originally contracted
payment amount as full compensation.
5.
Production Costs:
The University will pay any copyright fees necessary for a musical
performance. The University is NOT responsible for the payment of any other license fees, royalties,
union fees, insurance or any cost of production.

6. Technical Requirements: The University will comply with the following technical
requirements.
_______________________

____

_____________________

7. Security: Performer will cooperate with University Police or security personnel upon request.
Performer will refrain from performing until the University’s security goals have been accomplished.
Performer will not inhibit the University in its efforts to assure safety on the premises, and more
specifically, Performer will not encourage, by speech or conduct, any imminently dangerous activity
(such as moshing, slam dancing, crowd surfing, stage diving, etc.).
Performer’s failure to abide by this provision may be considered a breach of this Agreement which may
result in forfeiture of Performer’s compensation, at the discretion of University.
8. Alcoholic Beverages:
Performer.

The University may not purchase or provide alcoholic beverages for the

9. Sound Control: Performer will allow the University to exercise full control over the volume and
levels of all sound amplification equipment used during the performance, including amplification
equipment owned or operated by Performer.
Performer’s failure to abide by this provision may be considered a breach of this Agreement which may
result in forfeiture of Performer’s compensation, at the discretion of University.
10. Photographs and Videotaping: Performer will allow picture taking (no flash) by the media during
the first five minutes of performance, and will allow video taping of entire performance for security,
archival, and public television station broadcasts. It is agreed that videotaping may not occur for
commercial purposes without the written consent of Performer.
11. Intranet Data Transmission: Performer will allow intranet (oncampus) data and rebroadcast of
performance on the computers of USF computer account holders. Access to this recorded material will
not be available offcampus and is not intended for commercial purposes.
12. Public Records: Performer shall allow public access to all documents, papers, letters or other
material subject to the provisions of Chapter 19, Florida Statutes, and made or received by Performer in
conjunction with this Agreement. Performer’s refusal to allow such public access shall be grounds for
cancellation of this Agreement by the University.
13. Public Entity Crime: In accordance with section 287.133, Florida Statutes, Performer hereby
certifies that to the best of Performer’s knowledge and belief, neither Performer nor Performer’s
affiliates have been convicted of a public entity crime. Should the Performer or Performer’s affiliates
violate section 287.133 of the Florida Statutes the University will have grounds for cancellation of the
Agreement.
14. Limitation of Performer’s Liability: In the event Performer fails to perform for reasons other
than those within the control of the University, Performer will reimburse the University for its actual
expenses incurred, not to exceed $______ __.
15. Indemnification: Performer will indemnify and hold free and harmless and defend the State of
Florida, the Board of Regents, the University, and the officers, employees and agents of each from and
against any and all actions, claims, liabilities, assertions of liability, losses, costs and expenses which

directly or indirectly may arise or be alleged to have arisen the presence, activities or conduct of
Performer or its officers, employees, agents and contractors related to this Agreement.
16. Relationship of Parties: Nothing herein is intended or should be construed as creating or
establishing the relationship of agency, partners, or employment between the parties or as constituting
either party as an agent or representative of the other party.
17. Modifications to Agreement: All amendments or modifications to this
Agreement must be:
a. written,
b. approved by all signatories, and
c. signed or initialed
18. Duration of Offer: The University reserves the right to void this Agreement if Performer does not
properly sign and return the Agreement to the University to the University within
___ __ ___days after this Agreement is sent to Performer.
19. Applicable Law:
This Agreement is subject to the laws of the State of Florida
and all rules, regulations and statutes governing the University of South Florida.
20. Timely Payment Problems: A Vendor Ombudsman has been established within the Department of
Banking and Finance. The duties of this individual include acting as an advocate for vendors who may
be experiencing problems in obtaining timely payment from a state agency. The Vendor Ombudsman
may be contacted at (904) 4882924 or by calling the State Comptroller’s Hotline, (800) 8483729.
21. Rider: An additional Contract or Contract Rider is __ _ is not ____ attached hereto and
incorporated herein by reference. In the event of any conflict between the terms of this Agreement and
the terms of the Contract Rider, the terms of this Agreement shall control.
In witness whereof, the parties hereto have executed this Agreement on the dates indicated below.

Performer
By:

University of South Florida
By:

____________________________

______________________
Organization Advisor or
Regina Young Hyatt

Title:

Title:

____________________________

Advisor of
_________or
Director of Student Life

Date Signed:

Date Signed:

____________________________

___________________

___

______
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Sample Consulting & Professional Services Worksheet
INDEPENDENT CONTRACTOR  CONSULTING & PROFESSIONAL SERVICES WORKSHEET (Rev. 10/04)
UNIVERSITY OF SOUTH FLORIDA
DISBURSEMENTS QUALIFYING FOR FORM 1099 ISSUANCE
INSTRUCTIONS (This form must be sent to Purchasing with the Requisition Tracking Number given below where indicated):
If you are hiring an individual or sole proprietorship, it is important to establish that the nature of the service does not constitute an employee/employer
relationship. The Independent Contractor Questions are important to both USF and the prospective payee to enable proper tax withholding and reporting in
accordance with the IRS. Please complete them carefully with the prospective payee’s cooperation and their understanding. Contact Purchasing at 9742481
with any questions.

Requisition # ___________________________________
_____________________________________________
Individual
Partnership_____ Other

Sole Proprietor*

USF Department
Corporation/Government**

* A Federal Employer Identification Number (FEIN) is also appropriate.
** If you checked Corporation/ Government, the Independent Contractor Questions do not have to be completed unless the payment is intended for a specific
individual in which case questions should be answered for that individual.
Payee Name (see back of form for more instructions) _______________________________________________________
Payee Home Address________________________________________________________________________________
City, State, Zip______________________________________________________________________________________

Federal Employer Identification Number (FEIN):

____  ________________

Social Security Number (SSN) or IRS Individual Tax Identification Number (ITIN): ______ 
____  ________
(Note: If you have ever been issued a SSN or ITIN the number is still valid. You may have a
number if you have bank deposits or investments in the U.S., were a student in the U.S., or
previously lived or worked in the U.S. The IRS issues ITINs to alien individuals not eligible to
obtain a SSN. The individual must submit Form W7 to the IRS in order to obtain an ITIN. All
individuals receiving payment via payroll are required to obtain a SSN.)

Recipient is (check one of the following 3 boxes):
A Lawful Permanent Resident Alien (has a “green card" issued by BCIS  former

A Citizen or National of the United States
INS)

A Nonresident Alien (A USF Payroll Foreign National Information Form and supporting documents must be submitted with this form to
ensure compliance with IRS tax withholding and reporting requirements. If not submitted, the payment will be taxed at 30%)
If a Nonresident Alien, is 100% of the work performed and/or services rendered completed in the U.S.?
The following to be completed by USF NRA Tax Coordinator:
Tax reporting:

1042S

1099

Approval from NRA Tax Coordinator

Yes

None
Date

YES

NO

Gross Payment Amount ___________ . ____
Federal Taxes to be Withheld ___________ . ____ (tax rate ___ %)
Net Payment Amount ___________ . ____
Date received IRS Forms: _________8233

________W8BEN

No
1. Is the payee a USF employee or a student at USF employed through Student Appointments in Human Resources?
2. Is the individual working exclusively for USF (with respect to the service being performed)? [Answer
‘No’ if the individual has a business where the service is performed for clients other than USF.]
3. Is the work performed a key aspect of the regular business of the unit or department? For example, are you hiring someone to teach a course?
(Normally performed by USF employees).
4. Is USF providing assistance to the individual such as additional personnel support, facilities, supplies, equipment, etc.? A ‘YES’ for a speaker
who is not performing training or teaching duties is an acceptable answer for payment as an independent contractor.
5. Is USF providing TRAINING concerning procedures to be followed and methods to be used by the individual in performing the services?
6. Does the prospective payee/independent contractor report to a USF staff member who has the right to change HOW THE JOB GETS DONE?
[An independent contractor only receives instructions regarding the END RESULT, is not directly supervised by a USF employee, and does not
receive evaluations concerning details of how the work was performed].
7. Is there a regular or ongoing relationship with the prospective payee/independent contractor? For example, are you paying the individual more
than once to perform the same task? [‘Yes’ is an acceptable answer for payment as an independent contractor if the individual has a business
where the service is performed for clients other than USF  see #2.]
8. Is the prospective payee/independent contractor using experience or expertise gained as a current or previous employee of USF to provide the
independent contractor service?
9. Is USF required to pay the individual for unsatisfactory work?

I agree with the statements made above by the individual approving payment employed with the University of South Florida. Furthermore, I understand that
as an independent contractor, I am not covered under the State of Florida Worker’s Compensation Law (F.S. Chapter 440) and that I meet the independent
contractor definition also defined in F.S. Chapter 440 on the back of this form. Furthermore, I am a U.S. citizen or permanent resident of the U.S. or a
nonresident alien and the address and SSN, ITIN or FEIN above is correct. I understand that the payment from USF is taxable income to me and that I am
required to report this income on my U.S. Tax Return annually. I understand that falsification of this information may result in disciplinary action. Also, that
Florida law provides that a person who knowingly makes a false statement in writing with the intent to mislead a public servant in the performance of his
official duty shall be guilty of a misdemeanor of the second degree, punishable as provided in section 775.082 or 775.083.

Payee Signature (Must be Payee Named Above)
Print Name & Title of Individual Approving Payment for USF

Phone

Date

Signature of Approval (Must have payroll authorization)

Date

(Rev. 10/04)
An independent contractor under Chapter 440.02(13)(d), F.S.:
a. Maintains a separate business with his own work facility, truck, equipment, materials, or similar accommodations;
b. Holds or has applied for a federal employer identification number, unless the independent contractor is a sole proprietor
who is not required to obtain a federal employer identification number under state or federal requirements;
c. Performs or agrees to perform specific services or work for specific amounts of money and controls the means of
performing the services or work;
d. Incurs the principal expenses related to the service or work that he performs or agrees to perform;
e. Is responsible for the satisfactory completion of work or services that he performs or agrees to perform and is or could be
held liable for a failure to complete the work or services;
f. Receives compensation for work or services performed for a commission or on a perjob or competitivebid basis;
g. May realize a profit or suffer a loss in connection with performing work or services;
h. Has continuing or recurring business liabilities or obligations; and
I. Is successful in his business when his/her business has receipts greater than expenses.
Payee Name: If you are an individual, you must generally provide the name shown on your social security card. However, if you
have changed your last name, for instance, due to marriage, without informing the Social Security Administration of the
name change, please enter your first name, the last name shown on your social security card, and your new last name.
If you are a sole proprietor, you must furnish your individual name and either your SSN or FEIN. You may also enter your
business name or “doing business as” name. Enter your name(s) as shown on your social security card and/or as it was
used to apply for your FEIN on Form SS4.
The Payee Address must agree with the Purchase Order.
The Payee Signature and Signature of Approval must be original signatures. A facsimile will be accepted to begin the approval
process, however, original signatures must be provided before payment is made. The Signature of Approval must be made by an
individual who has the authority to approve payroll certifications.
TEMPORARY PERSONNEL AGENCIES which are corporations or partnerships only:
1) The agency will only fill out the worksheet once;
2) The employing department signature will NOT be required;
3) Purchasing will keep a copy of the worksheet on file and will only issue purchase orders to corporations with the form
on file;
4) Purchasing will NOT have to attach a copy of the worksheet to each Purchase Order; and
5) Accounts Payable will assume that Purchasing has a worksheet on file and will not need a copy in order to process
payments.
NOTE:
Any payment made to a person who is a USF employee must be made through Payroll. Approval to pay dual compensation is
not approval to pay an individual as an independent contractor. Any payment made to a USF student employed through
Student Appointments in Human Resources must be made through Payroll.
Examples of Persons That Are Employees of USF:
1. A person teaching a course for credit (even if the course is only one day long).
2. A person teaching a continuing education course not for credit (even if the course is only one day long).
3. A person employed by USF in any other capacity (including Student Appointments in Human Resources).

4. Persons performing services that are a key aspect of the regular business of a USF
department (ex. aerobics instructor at Recreation Center, accountant in Finance and
Accounting, computer specialist in Information Technologies, attorney in Office of
General Counsel).
5. Former employees that return on a part time basis to perform duties similar to those performed previously for USF.
6. Individuals performing services for USF that do not perform those services for other businesses.
Examples of Persons That May Be Independent Contractors:

1. A person who is not a USF employee that is presenting a brief lecture.
2. A person who is not a USF employee that is in the business of providing a service to the general public and provides the same
service to USF (ex. move piano, string tennis racquet, pay C.P.A. firm to evaluate business practices).
3. Individuals performing services for USF that are performed for other businesses. Individual should have business cards and/or a
listing in the yellow pages.
ANY TAXES, INTEREST OR PENALTIES ASSESSED BY THE IRS DUE TO MISCLASSIFICATION OF AN
INDIVIDUAL AS AN INDEPENDENT CONTRACTOR WILL BE PAID BY THE DEPARTMENT AUTHORIZING THIS
FORM. THE EMPLOYMENT TAXES, INTEREST AND PENALTIES WILL BE APPROXIMATELY EQUAL TO THE
INDEPENDENT CONTRACTOR PAYMENT MADE TO THE INDIVIDUAL.

